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1. PURPOSE. This Manual is published to provide instruction and primary policy guidance for the

conduct of the public affairs programs for the Coast Guard.

2. ACTION. Area and district commanders, commanders of maintenance and logistics commands, and
commanding officers of headquarters units, assistant commandants, Chief Counsel, and special staff
offices at Headquarters shall ensure that the provisions of this Manual are followed in the administration

of the Coast Guard public affairs programs.

3. DIRECTIVES AFFECTED. Public Affairs Manual, COMDTINST M5728.2B is cancelled.

4. MAJOR CHANGES. Major technological and organizational changes have occurred since the last
publication of the Public Affairs Manual more than a decade ago, necessitating a complete revision of
the publication. The reorganization of the public affairs function at headquarters, now under the
Assistant Commandant for Governmental and Public Affairs, brought a new emphasis on raising the
visibility of the Coast Guard. This outreach focus is reflected throughout the Manual. The Internet and
world wide web applications now are integrated heavily into many aspects of public affairs including
media relations, internal information, imagery, and history, and this influence is reflected herein. The
MEDIA RELATIONS chapter includes a new section on the rights of families of victims, and includes
expanded information on regulations for government authors, reflecting the recent Office on
Government Ethics rules under 5 C.F.R. § 2635.807 on accepting compensation. The section on
cooperation with advertisers and the use of Coast Guard emblems has been moved to the
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RELATIONS chapter, which also includes sections on: the designation of a Coast Guard City; First
Book, the Coast Guard signature charity; and on the Department of Defense Joint Civilian Orientation
program, of which the Coast Guard is now a part. The former STILL PHOTOGRAPHY and the
AUDIOVISUAL SERVICES chapters have evolved into the chapter on COAST GUARD IMAGERY,
which covers a process that is now primarily digitally-based. The INTERNAL INFORMATION,
HISTORY, and PUBLIC AFFAIRS AWARDS chapters have all been updated. There are new chapters
on COLLATERAL DUTY PUBLIC AFFAIRS OFFICERS and on ENTERTAINMENT MEDIA
RELATIONS, which cover the involvement of the Coast Guard in motion picture and television
productions. There is no longer a chapter for enclosures; instead, exhibits have been inserted at the end
of relevant chapters. See enclosure for summary of changes.

5. FORMS AVAILABILITY. The forms required by this Manual are available from the Coast Guard
Supply Center, Brooklyn and may be stocked locally; CG Form 5450: Citation Filler (10-74), CG Form
4770: Meritorious PSA (10-72), CGForm 4770A: Citation-Meritorious PSA (10-72), CGForm 4771:
Public Service Commendation (4-71), CGForm 4771A: Citation-Public Service Commendation(10-72),
CGForm 4772: Certificate of Merit (4-71), CGForm 4772A: Citation-Certificate of Merit (10-72),
CGForm 4773: Certificate of Appreciation (4-71), CGForm 4773A: Citation-Certificate of
Appreciation (10-72).

K. J. ELDRIDGE /s/
Rear Admiral, U.S. Coast Guard
Assistant Commandant for Governmental and Public Affairs

Encl: (1) Summary of Changes
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SUMMARY OF CHANGES

The following is a listing of the changes implemented in each chapter.

Chapter 1. Public Affairs Objectives, Policies and Responsibilities. This chapter identifies the
newly-established role of the Assistant Commandant of Governmental and Public Affairs (G-I) and
announces the availability of the G-I engagement plan for use by field commanders as a strategic
communications tool. This section also expanded public affairs objectives to include the program’s
direct support of Coast Guard missions through increased public education and education of public
officials on the Coast Guard’s roles in the community and the nation. The chapter also shifted public
affairs emphasis toward media relations and significantly expands the responsibilities of the Chief,
Office of Public Affairs. It also:

« removes the requirement for district and area PA staffs to submit a monthly activities report to
headquarters.

« changes the routing symbol of the Chief, Office of Public Affairs from (G-CP) to (G-IPA) to reflect
the new organization.

« removes the requirement for field public affairs staffs to publish district information bulletins;
instead, the revised guidance encourages field public affairs staffs to support field operational
commands in their internal information efforts.

« discourages the use of public affairs specialists to shoot imagery of events of no news value.

« encourages field public affairs staffs to reflect Coast Guard diversity in their captured imagery.

. removes the requirement to maintain a district goals and objectives file.

« adds the goal of maintaining contact with the local Coast Guard Auxiliary.

. removes the section listing public affairs specialists duties.

« deletes requirement for service-wide audiovisual approval.

« deletes suggestions for plan of the week and posting of messages.

Chapter 2. Media Relations. This chapter:

« clarifies (G-IPA) release authority to disseminate news, speeches, information, public interest
materials and imagery not directly involving the Secretary of Transportation or DOT policy.

« coordinates release of information between (G-IPA) and the Office of Congressional Affairs,
Commandant (G-ICA) on matters pertaining to the commissioning, decommissioning, relocation or
other significant changes to Coast Guard units in Congressional districts.

« grants unit commanders the authority to embark media aboard their units, vessels and aircraft
without prior notification to, or approval from, district or Headquarters.

« provides helpful tips for all members of the Coast Guard when dealing with the media.

« adjusts methods for release of information to reflect recent changes in technology.

« mentions reality TV shows as a medium and refers to chapter 9 for specific guidance on dealing with
these shows.

« adds a section providing guidance on releasing information on the Internet.

« this Web section also adds the requirement for all posted Coast Guard Web pages to be in
compliance with accessibility standards of Section 508 of the Rehabilitation Act.
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provides an order of precedence for releasing hard news to various forms of media.

cautions against allowing media to come aboard a private vessel without permission from the
vessel’s owner.

raises from $100,000 to $1.5 million the minimum requirement for Coast Guard news releases
announcing contract awards to be released from Washington, D.C. Coast Guard field units may
release news of commercial contracts granted for amounts less than $1.5 million.

adds a statement under the “reductions in force, unit decommissioning” section saying that the local
congressional representative will usually make the first announcement.

adds a statement saying that the Coast Guard can not withhold information concerning those persons
we assist that is not protected under the Privacy Act or exempt from the Freedom of Information Act.
adds a section, “The Rights of Families of Victims,” cautioning members to be mindful of victims’
families’ sensitivities during incidents involving fatalities or serious injuries.

adds a Web address to view the Joint Information Center Model for guidance during critical
incidents.

adds a list of public affairs objectives for critical incidents.

expands topic-specific guidance on release of information during critical incidents.

adds a statement saying the Coast Guard will not normally release video that depicts the dead or
mutilated bodies.

adds a section discussing joint mission news release procedures.

significantly expands the detail of guidance including specific procedures to be followed on release
of information and media coordination for Coast Guard counter narcotics, migrant interdiction and
fisheries law enforcement cases.

adds guidance on release of information policy and procedures for suspension and revocation
proceedings conducted under 46 U.S.C. Chapter 77.

the chapter also significantly expands the detail of guidance concerning release of information for
persons accused of UCMIJ offenses.

adds a section concerning the release of Coast Guard video to media other than news organizations.
revises and expands the guidance in the section covering Coast Guard authors. Additionally, the new
guidance also addresses the issues of author compensation and use of military titles in public
writings.

the revised chapter removed the now-invalid section formerly covering guidance for authors of
prominence.

adds helpful tips on news writing, as well as an appendix at the end of the chapter showing an
example of a properly-formatted and properly-written news release .

clarifies the distinction between FOUO and classified information.

Adds the requirement for G-IPA to review fisheries releases before they are made public.

Chapter 3. Community Relations. This chapter:

L]

states that the Community Relations Branch (G-IPA-3) is responsible for developing and
administering community relations programs at a national level.

adds detail of guidance of command participation in community events.

lists examples of events in which the Coast Guard routinely participates and assigns organizational
responsibilities for certain events.
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provides specific guidance for command participation in certain key community events

adds a note in the section, “support for youth programs,” stating that support does not extend to
fundraising of any type.

adds a note under the Naval Sea Cadets Corps program section stating that the NSCC has a
regulation forbidding a cadet from being alone with an adult.

adds a note under the Partnership in Education section establishing that members are authorized to
work with private schools under the program guidelines.

adds a section, “First Book,” establishing guidelines of Coast Guard support for this educational
initiative under the Partnership in Education program.

also adds a statement under “Volunteerism,” encouraging Coast Guard commands and members to
support local environmental clean-up community projects.

adds a statement under “Religious Events,” saying that though the Coast Guard must not directly or
indirectly support these events, members are allowed to practice their freedom of religion when they
are not representing the Coast Guard.

significantly expands the detail of guidance in the section concerning political conventions and
campaign activities.

expands the detail of guidance under the fundraising activities section to include guidance
concerning Auxiliarist participation, requests for exemptions and Coast Guard-affiliated
organizations.

expands the detail of specific guidance concerning Coast Guard support for and cooperation with the
American Legion and Veterans of Foreign Wars.

adds a statement under service-related organizations discussing the Coast Guard Combat Veterans
Association.

corrects responsibility for coordination of the CGC Eagle port call visits, from Commandant (G-IPA)
to the Commanding Officer of the Eagle.

expands the detail of guidance under the section concerning public requests for the Coast Guard
Band to include allowing certain Coast Guard flag officers to accept offers by outside sources to pay
for Coast Guard Band travel, under certain provisions.

adds a statement saying that the Coast Guard Ceremonial Honor Guard is under the direct control of
the Military District of Washington.

adds a paragraph under the Coast Guard Art Program section discussing artwork reproduction issues.
shifts responsibility for recommending a sponsor and keynote speaker for vessel launching and
commissioning ceremonies from Commandant (G-B) to Commandant (G-ICA).

adds a statement allowing for new patrol boat christening and commissioning ceremonies to be
combined.

shifts responsibility for issuing travel orders for vessel commissioning ceremonies from
Commandant (G-BPA) to the project residence officer or headquarters program manager.

also shifts responsibility from Commandant (G-BPA) to Commandant (G-IPA) on providing
headquarters input to the commissioning invitation list and providing the list to the PCO.

under the section “Naming of Cutters and Shore Facilities,” moves up the deadline for submitting
nomination from 90 days to six months prior to the expected dedication date.

also under the section “Naming of Cutters and Shore Facilities,” the standing board delegates
authority to unit and/or installation commanders to name roads, streets avenues and drives.
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« significantly expands government protections against the unauthorized commercial use of the name
“U.S. Coast Guard,” our service’s seal, mark, and emblem and personnel.

« adds a section discussing the Joint Civilian Orientation Conference and provides detailed guidance
on responsibilities and coordination.

« deletes references to the Defense Orientation Conference Association.

« adds an appendix of insignia at the end of the chapter.

« Removes the need for field activities to report original artwork acquisitions to headquarters.

Chapter 4. Internal Information Program. This chapter:

« adds a statement in the chapter overview discussing the recent workforce cultural audit.

« shifts responsibility for managing the internal information program from Commandant (G-BPA) to
Commandant (G-I).

« adds specific guidance and places greater responsibility on to unit collateral-duty PAOs for carrying
out the program.

« adds a section called “Reaching the Entire Coast Guard Family,” advocating improving two-way
communications with reservists, auxiliarist, civilian employees, retirees and dependents.

« adds a section, “Internal Information Tools,” that lists the broad spectrum of tools for
communicating with the entire Coast Guard family.

« adds a note of caution saying that appropriated funds will not be spent on publications unless they fill
a unique information need that cannot be met in another fashion.

« deletes the reference to the Armed Forces Press Service under the “Mandatory Distribution” section.

« changes the mandatory distribution from Commandant (G-BPA) to Commandant (G-IPA-2).

« deletes the section “Use of Mails,” recommending the use of indicia printing “postage and fees
paid,” to save printing costs.

« deletes the paragraphs concerning games of chance and funding.

« deletes the paragraph discussing writing regional-interest articles for regional publications.

« adds a statement saying that government publications are not copyrighted.

« adds a statement saying that materials must have a copyright mark to be legally protected under
copyright laws.

« deletes the paragraph, “Awards,” and moves the guidance into the awards chapter.

o deletes the headquarters monitoring of other Coast Guard internal publications.

« deletes the section,” Programs for Dependents,” and incorporates this guidance under the section,
“Internal Information Tools.”

« deletes the section, “Captains’s Call,” and moves this guidance under the section, “Internal
Information Tools.”

. removes the reference to the Alex Haley award as recognition for internal information programs.

Chapter 5. Coast Guard Imagery. This chapter:

. changes its name from “Audiovisual Services,” to “Coast Guard Imagery.”

« deletes Chapter 6, “Photography,” of the old PA Manual and instead incorporates this guidance
under the new Coast Guard imagery chapter.

. combines previously listed discussions of photography and video under the term “imagery.”
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adds the function of publishing the Coast Guard Magazine under the responsibilities of the Imagery
Branch, Commandant (G-IPA-1).

adds the responsibility for area and district public affairs officers to forward imagery to G-IPA-1 for
inclusion in the central image archive.

adds the responsibility for unit commanders to ensure that significant operations are documented to
the extent allowed by safety and operational limits.

adds responsibilities to the unit collateral-duty PAOs to make imagery available for PA functions,
obtain imagery of significant events and to forward imagery to district PA offices.

adds the section, “The Need for Good Images of Coast Guard Operations,” encouraging units to
document Coast Guard operations on imagery .

adds sections recommending certain formats of cameras and video camcorders for use in
documenting operations.

expands guidance on recommended imagery equipment purchases and techniques on distributing
video to internal and external customers.

adds a statement saying that enlisted PAs are always official photographers unless in leave status.
deletes a statement saying that official photographers may be authorized to wear civilian attire while
shooting official photography.

changes guidance to state that all imagery shot aboard Coast Guard operational platforms, regardless
of the ownership of the imagery equipment, is considered official photography, and as such, may not
be sold under any circumstances for private gain.

adds a statement prohibiting under federal law all members of Team Coast Guard from shooting
imagery Coast Guard operations for private gain.

significantly expands the detail of guidance for release of Coast Guard imagery.

adds guidelines on the handling and distribution of Coast Guard imagery.

adds a paragraph discussing federal agency requirements for complying with Section 508 of the
Rehabilitation Act accessibility standards.

adds a statement in the section, “Photo Labs,” discouraging units from establishing official photo
labs as commercial processing facilities can now typically fill all film processing needs.

adds a statement under “Portraits,” mandating that the combination cap is required to be worn in all
official portraits.

adds a statement in “Official VIP Portraits,” strongly discouraging commands from maintaining
chain of command photos due to the expense involved.

routes requests for official photos of the President and Secretary of Transportation through the White
House and DOT respectively.

provides a Web site address for downloading portraits of the Commandant, Vice Commandant and
Master Chief Petty Officer of the Coast Guard.

deletes guidance discussing restrictions on the purchase of audiovisual equipment or internally-
produced audiovisual products.

provides an appendix at the end of the chapter that gives step-by-step instructions for accessing the
Visual Imagery database, as well as instruction on how to download images to and from the
database.



Enclosure (1) to COMDTINST M5728.2C

Chapter 6. Coast Guard History. This chapter:

L]

L]

moves “Coast Guard History” from chapter 7 in the previous edition of the PA Manual to chapter 6.
shifts responsibility from Commandant (G-BPA) to Commandant (G-IPA) for managing the
program.

changes guidance to field units to transfer Coast Guard artifacts to the Coast Guard Exhibit Center in
lieu of disposing of them.

adds a requirement to forward to the Coast Guard Historian’s Office any photos or biographies of
retired Coast Guard flag officers.

restricts field units from loaning Coast Guard artifacts to any other command, agency, organization
or individual.

more clearly defines the term “artifact.”

eliminates the annual history report requirement /requests district public affairs and headquarters
units to submit copies of informational materials to the Historian.

encourages Coast Guard individuals - especially retirees - to donate items of historical significance to
the Service.

adds an internet Web site as a public resource for accessing information about Coast Guard history.
moves and expands the section “Preserving Artifacts and Art,” formerly listed in chapter 3 of the
previous PA Manual edition, to this chapter.

significantly expands the detail of guidance concerning loans or gifts of artifacts to or from other
agencies, organizations and individuals.

adds an appendix discussing the required information for a flag officer’s biography, and provides

a sample of a flag officer’s biography.

Chapter 7. Public Service Awards. This chapter:

L]

L]

was formerly chapter 8 in the previous PA Manual edition.

adds a statement saying that any Coast Guard member may nominate any individual or organization
for a public service award.

more clearly states Coast Guard reservist eligibility requirements for receiving public service awards.
provides more opportunities to give lapel pins to public service award recipients.

delegates Commandant signature authority for the Coast Guard Distinguished Public Service Award
to the Vice Commandant, Chief of Staff, Atlantic Area Commander or Pacific Area Commander.
delegates signature authority for the Coast Guard Meritorious Public Service Award to any flag
officer or SES equivalent.

delegates signature authority for the Coast Guard Public Service Commendation to any flag officer
or SES equivalent.

more broadly defines award eligibility criteria for the Coast Guard Distinguished Public Service
Award, the Coast Guard Public Service Commendation and the Coast Guard Certificate of
Appreciation.

delegates signature authority for the Coast Guard Certificate of Merit and Certificate of Appreciation
to any Headquarters Office chief, Commanding Officer/Officer-in-Charge or anyone authorized to
sign the next higher award.

shifts responsibility for administering the program from Commandant (G-BPA) to Commandant
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(G-IPA).

adds a statement saying that awards should be signed by the lowest level authorized unless the
nominating command feels the recipient warrants forwarding to the next higher authority.
notes that many public service award materials stock numbers have changed.

changes the award materials supplier from Supply Center Brooklyn to Engineering Logistics
Command Baltimore.

changes the address to send Jarvis and Munro award nominations from Commandant (G-BPA) to
Commandant (G-IPA-3).

adds specific criteria for nominating members for the Jarvis or Munro awards, as well as providing
more detail concerning unit responsibilities and the selection committee.

changes the name of the Alex Haley Award to the Chief Journalist (JOC) Alex Haley Award.

changes the focus of the JOC Alex Haley Award from excellence in internal information programs to
excellence in writing and photography; in turn, this new focus also changes the award eligibility
criteria.

deletes references to the JOC Alex Haley award presentation.

adds the CDR Jim Simpson Awards, including guidance on the award background, eligibility,
submission criteria and judging for the awards.

mentions the American Forces Information Service sponsors the Thomas Jefferson Awards vice the
Assistant Secretary of Defense for Public Affairs.

lessens the detail of guidance concerning the award and instead refers interested members to the
Thomas Jefferson Awards Standard Operating Procedure for more information.

deletes mention of the Blue Pencil Awards.

changes sponsorship of the Military Photographer of the Year Awards program from the National
Press Photographers Association to the American Forces Information Service.

adds a statement that Coast Guard Auxiliarists are ineligible to compete in the Military Photographer
of the Year (MILPHOG) Awards program.

deletes mention of the Silver Anvil Awards program sponsored by the Public Relations Society of
America.

adds a section entitled,* Coast Guard City designations.”

Chapter 8. Collateral Duty Public Affairs Officers. Adds an entirely new chapter providing

guidance on:

selecting collateral-duty PAOs, their responsibilities, job requirements, training, recommended
equipment and materials, as well as other public affairs professionals who may be called upon to
assist them in their duties.

Chapter 9. Entertainment Media Relations. Provides a new chapter of guidance concerning Coast

Guard cooperation with the entertainment media and adds specific guidance on:

Coast Guard policy, responsibilities, approval and cooperation conditions, use of Coast Guard
personnel, equipment and facilities, Coast Guard-owned footage, reimbursement, donations to unit
morale and recreation funds, disclosure, and credits and promotions.
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CHAPTER 1. PUBLIC AFFAIRS OBJECTIVES, POLICIES AND RESPONSIBILITIES.
A. OBJECTIVES.

1.

Purpose. A robust public affairs program is essential to the Coast Guard’s success in every
mission area. It is imperative that we raise the visibility of the Coast Guard’s services to the
public. Effective public education campaigns have reduced our search and rescue workload
and reduced the number of unnecessary deaths in recreational boating and the commercial
fishing industry. Public awareness has helped the Coast Guard combat drug smugglers,
locate alien migrants, identify poachers in America’s fisheries and protect the nation’s
marine environment. Only by informing the public of the services the Coast Guard provides
and establishing relationships with the communities we serve will we continue to enjoy the
support of Americans: support they show by funding our efforts with their tax dollars;
support they show when they cooperate with our operations; support they show by joining
our ranks — as active duty members, Reservists, Auxiliarists and civilian employees. Without
the support of the American public, the Coast Guard could not operate and might not even
exist.

Engagement Plan. The Assistant Commandant for Governmental and Public Affairs (G-I)
develops a strategic engagement plan to communicate the value of, and build support for, the
Coast Guard. The plan provides a framework to help raise the visibility of the Coast Guard’s
value to America. The G-I Engagement Plan may be accessed on the Coast Guard G-I
intranet page. The plan contains special areas for emphasis, along with the tools for
successful outreach programs, to help units capitalize on media and community relations
opportunities.

Five primary objectives. The five primary objectives of the Coast Guard’s Public Affairs
Program are:

a. Keeping the American public informed about the Coast Guard’s ongoing operations
and programs, thereby fostering understanding and support for all our missions.

b.  Making our world a better place to serve and live by taking an active role in community
activities and challenges.

c.  Helping Coast Guard leadership attract, motivate and retain highly professional people
to continue our tradition of dedicated quality service to the country.

d.  Helping save lives by educating and informing the American public, thus reducing
accidents and casualties.

e.  Educating elected and public officials of the Coast Guard’s role in their community and
nation for continued healthy fiscal support for our service.

Program elements. To achieve these objectives, the Coast Guard’s Public Affairs Program

is built on three interdependent program elements: media relations, community relations and
internal information. There is a need to achieve a successful balance between these vital
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elements. However, it is through our external communications efforts—press coverage, from
media relations, and audience outreach from community relations—that we achieve the most
visibility for the Coast Guard.

a.  The primary objective of our Media Relations Program is to place information about
Coast Guard operations and programs before the American public, using all available
forms of news and public information media. Working with the news media enables us
to communicate with the public what we do, why we do it, what we need to do it and
how well we do it. (See Chapter 2 for program specifics regarding Media Relations.)

b.  The objective of the Community Relations Program is to reinforce our position as an
integral and contributing part of the communities in which we live and serve. This is
accomplished at the unit level through participation in civic activities and
organizations. Individual Coast Guard members promote or detract from this objective,
often without realizing it, every time they interact with another member of their
community. (See Chapter 3 for program specifics regarding Community Relations.)

c.  The objective of the Internal Information Program is to keep every member of the
Coast Guard family fully informed about ongoing as well as future service operations,
policies, programs, accomplishments and challenges so that we may all fully realize
and meet the challenges we face. (See Chapter 4 for program specifics regarding
Internal Information.)

B. PUBLIC AFFAIRS POLICY.

1.

Public information. It is the policy of the Coast Guard to make available to the public all
information concerning the activities of the service except that information which is
restricted by law